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2.4.3 Employees must not: 
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• Attempt to access any software system or application, network driver,
electronic or hard copy folders/files that they have not received formal
authorisation to access from ICT Director. In particular, they should
not attempt to access the following without authorisation:

• Information relating to customers, suppliers or other third parties who
they do not have any dealings with or is not required for them to fulfil
their role or responsibilities;

• Commercially sensitive information relating to contracts, proposals,
orders, payments, confidential meetings or invoices;

• Information relating to employees that is not required for them to
fulfil their role or responsibilities;

2.4.4 Attempt to bypass or over-ride any controls used to monitor access to 
information; 

• Store information anywhere other than the designated software or
folder for that type/category of information;

• Share or distribute any information (including by email) to individuals
if they are not aware whether the individual has been granted access
to it.

• Employees must:

• Immediately report any instances to ICT Director where they identify
or suspect that they have been given access to information that is not
relevant to their role or responsibilities;

• Immediately report any instances to ICT Director where they identify
or suspect that they have the ability to modify or delete any
information that is not relevant to their role or responsibilities;

• Avoid, as far as possible, emailing information in the form of
spreadsheets or editable documents. Wherever possible, information
should be shared in the form of links to the location where the
information is stored.

2.4.5 Line managers must ensure that access to information by any employees 
who report to them is revoked immediately: 

• If they are suspended from their duties;

• Before they leave the company;

• Before commencing any "Gardening Leave" or any temporary leave of
absence (e.g. maternity leave).

2.4.6 Line managers must: 

• Notify ICT Director as soon as they receive formal notice from an
employee to terminate their employment. QA Co-ordinator will then
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2.7.1 Paper documents must be retained (and destroyed) as required to satisfy 
relevant contractual, legal and business continuity requirements; 

2.7.2 All paper documents must be machine shredded prior to disposal. 

2.8 Use of Suppliers 

2.8.1 No supplier should be used to provide services involving the storage, 
processing, review, access or organisation of BACA Workwear & Safety's 
information without the authorisation of ICT Director. 

2.8.2 No supplier should be used to provide services involving the storage, 
processing, review, access or organisation of any supplier's, customer's or any 
other third party's information without the authorisation of ICT Director. 

2.9 Services to Customers 

2.9.1 No services should be provided to customers that require BACA Workwear & 
Safety to process, review, access, or organise any information provided by 
the customer or on behalf of the customer, that are not covered within BACA 
Workwear & Safety's current Terms and Conditions without the authorisation 
of ICT Director The implementation of this policy is fundamental to the 
success of BACA Workwear & Safety's business, and must be supported and 
adhered to by all employees. 

Signed on behalf of BACA Workwear & Safety Limited 

Position: Managing Director 
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The objectives of BACA Workwear & Safety Ltd are to supply industrial safety products, workwear, specialist
breathing equipment and training. We provide a unique service to our customers, developing products and
solutions to meet our client individual specifications.

To achieve this objective, the organisation will maintain an effective and efficient Quality Management 
Systems based upon the requirements of ISO 9001:2015. 

In particular, the organisation will: 

• Establish measurable quality and business objectives that are consistent with the context and
strategic direction of the organisation and address risks and opportunities associated with them;

• Ensure quality objectives help the organisation achieve customer requirements by:
• Responding promptly and accurately to Customers enquiries and contracts
• A constant pursuit of quality, value and reliability in the services that the Company supplies

to its Customer;
• Ensuring that its management and staff are fully trained to meet the requirements of the

business and its Customers;
• Constantly striving with its Customers in seeking to establish the highest Quality standards;
• Adopting a forward-looking view on future business decisions which may have an impact on

Quality;
• Training all members of staff in the needs and responsibilities of Quality Management;

• Monitor and measure the effectiveness of its business proves and objectives through management
reviews and the internal audit process;

• Proactively seek feedback from customers on how well its products/services meet their
requirements and set objectives for continual improvement;

• Analyse the causes of any complaint or problem, and take appropriate action to prevent
recurrence;

• Select and work closely with suppliers who enable the organisation to create and deliver a reliable
performance;

• Recruit employees who are customer-focused and support them with appropriate training and
systems to ensure their competence always meets the organisations requirements;

• Provide a work environment that promotes the wellbeing of its employees and encourages positive
teamwork;

• Encourage all employees to identify problems and make suggestions to improve all aspects of the
organisation's product/services and business processes;

• Ensure that all employees are aware of the Quality Policy and are committed to the effective
implementation of the Quality Management System;

• Ensure that the organisation complies with all necessary regulatory and legal requirements

This company undertakes to supply only safety equipment that fully complies with the standards and 
regulations and claims made relating to those products. Where appropriate, this company will maintain up to 
date technical files and associated documentation to ensure that regulatory compliance information can be 
supplied upon request. Where products are sourced from external organisations which hold technical files 
relating to the products being offered, this company will request confirmation that these files are current, 
complete, contain appropriate conformity assessment information and, where 
relevant, regulatory compliance certificates and will take all necessary steps to confirm the validity of the 
compliance documentation held by that external supplier in respect of the products being sourced 

The continual improvement of the organisation's Quality Management System is fundamental to the success of 
its business, and must be supported by all employees as an integral part of their daily work. 

Signed on behalf of BACA Workwear & Safety Ltd: 

Position: 'r'\ \) 
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